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CUNFIDE

Chief, “anasement Staff 25 April 1957
Chief, fecords Management Staff

Weekly Report - Woek inding 2l Aprd) 1957

1. Ommtributiouns
8e ﬂgﬂ %

(1) Two hundred seventy-one eubie feet of inactive records
were transferred to the Facords Center; fifty-eight
cubie feet of inactive records wers tramsferred from
or destroyed by the Records Center.

tight nev and revised forms exmpleteds one form elimi.
nated.

Five Iwployee Sug:estions evaluateds. Three of these
were concemed with a substantial revision in the
Clandeetine Service Information Reports Progrem and the
measurable savings estimeted to be derived from these
Employee Sugpestioms will amount to annual ravings of
over §150,000.

The Fecords Control schedule for O8I was revised to pro-
vide for the destruction of the 4IS manuseripts after
8ix months rather than five years, the original retention
period,

Completed the installa‘ion of filing systems in three
organizational units of the Lraphics Recister. The

result - elimination of two drawers of inactive records
and provision for sbout 20 per cent more file space.
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as ‘len new and revised forms in process.
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bs Hecords Disposition Survey, OCR - 75 per cemt complete.
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t&k Management Mr?mmu
Seetion of Logisties Office - thirty-two euble feet of ln
ZGtive records elimimated from files, Primary steps being

taken to establish filing system.

Review of rejuisition for mew “1ling squipmente

Use of “helf Filing, Offfee of “ecurity - continued the
development of a plan involving approximately 300,000 Security
Case Flles.

installation of filing system, Guided Missiles Divisicm, 0SI.

3. Hews
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“he demmnd for copies of "Plain ieter® continues - sixty=-two
ecopice were distrivuted to ¢rrice of Persomnnel and the leal
istate and Construction Mvisione

Two members of this staff and eleven from other Agency of fices
attended the Intereidgency Records Administrative C:z:d‘eﬂfmo
Meeting at the National irchives on *Use of Flectronis Computers
for Progcessing Data®s :

Among the inective records regsntly removed from one of fice
was found a dollar bill together with a receipt from the Red
Cross Campaign Fund of 195).

MgmtS/RMS/ (25 April 1957)
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